
ACCOUNTANT 
Department:​ Finance  
Reports to:​ Accounting Manager​ ​ ​  
 
Job Summary: 
Account analysis and report preparation of various financial accounts 
 
Qualifications: 

●​ Bachelor’s degree, preferably Accountancy or related; Master’s degree is a plus 
●​ Preferably a Certified Public Accountant 
●​ At least 3  years of related experience, preferably in a multinational company, 

auditing firm or international school 
●​ Proficient in productivity applications, both installed and cloud-based apps, Oracle 

Netsuite or another ERP is a plus 
●​ Excellent verbal and written communication skills 
●​ Demonstrates strong sense of organizational and time management skills and 

detail-oriented 
●​ Highly motivated, flexible and is able to multitask 
●​ Ability to identify issues, determine solutions and work in a collaborative 

environment 
●​ Confidentiality is a must 

 
Key Responsibilities: 

●​ Accurate and timely processing of accounting related transactions such as receivables, 
payables and adjustments, if needed 

●​ Proper monitoring of  transactions in the Online Reimbursement System, and provide 
assistance to any inquiries 

●​ Support accounts payable activities and other accounting tasks assigned 
●​ Proper monitoring and analysis of taxes and other government payables 
●​ Ensure timely analysis of cash accounts and bank reconciliations 
●​ Ensure timely analysis and recording of Fixed Asset Acquisitions and disposals 
●​ Ensure timely analysis and recording of Investment transactions such as acquisitions, 

disposals, interest and dividend payments 
●​ Analyze and monitor transactions of various financial accounts and prepare 

corresponding monthly schedules and reports 
●​ Support annual financial statement audits by compiling the required audit schedules 

and by providing supporting documentation and information 
●​ Maintain accurate historical records by filing documents 
●​ Identify and recommend improvements to accounting processes 
●​ Ensure completeness of accounting documents such as journal vouchers, debit and 

credit memos. 
●​ Fosters and sustains a community that rejects all forms of discrimination. 
●​ Assists in developing and maintaining safe spaces for all individuals at ISM. 
●​ Perform any additional duties assigned. 
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